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PART 2048 - PCSI TI ON CLASSI FI CATI ON
SUBPART E - POCSI TI ON CLASSI FI CATI ON PGCST- AUDI TS
82048. 201 Ceneral.

Positions in the Farmers Home Admi nistration (FnHA) are given reviews by
classification post-audit. Reviews are nmade by the Personnel Division of the
Nati onal O fice and designated personnel representatives of State and Fi nance
Ofice staffs, by the Ofice of Personnel, United States Departmnment of
AGiculture (USDA), and by the Central Ofice and Regional Ofices of the
Cvil Service Comm ssion (CSC).

(a) Position classification post-audit reviews help to:

(1) Exam ne the present duties of enployees and the work
organi zation in Departmental and field offices.

(2) See that duty and responsibility statements are accurate.
(3) Make controls of delegated classification authority.

(4) Show position classification principles, and procedures to
enpl oyees.

(b) Position classification post-audits will:

(1) See if classifications neet CSC published standards.
(2) Find causes of and make corrections of classification errors.
(3) See if classification authority is used effectively.

(4) See how well classification representatives foll ow changes in
assignments and the organi zati on which involve the classification of
posi tions.

(5) Find out the attitude of officials toward the workings of the
position classification program

(6) Find out how nmuch the first |ine supervisors know about their
responsi bility for keeping position descriptions up to date.

(7) See how well classification standards and procedures are known
and how publ i shed standards can be inproved.
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(8) See if classification post-audits are performed frequently and
t hor oughl y.

§2048. 202 CSC post-audits.

(a) Conducting post-audits. CSC classification post-audits are often
made together with inspections of other personnel nmanagement. The
Central Ofice of the CSC will work with representatives of the
Personnel Division of the National O fice in arranging classification
post-audits in the National Ofice. Regional Ofices of the CSC will
arrange details of field post-audits with the State Director or
Director, Finance Ofice.

(1) Work audits will be nmade of representative positions by the CSC
position classifiers. Wen CSC classifiers have interviews with
enpl oyees they will also see the official who has supervisory
authority over the enployee. Some audits will be done through
interviews with supervisors only. They nake reports on the duties
and responsibilities of enployees under their supervision

Enpl oyees and supervisors selected for work-audit discussions wll
be told in advance so that they can read official position
descriptions and standards of performance. Exam ne sanpl es of
witten work to find the best exanples of basic work assi gnnments.
Make estimates of tine used for major work functions, or check the
estimates in position descriptions. Check questions with the
supervi sor.

cials and enpl oyees who di scuss FnHA prograns and positions

2) Ofi
I I p the CSC representatives doing the post-audit.

will he
(3) Adnministrative and personnel representatives of National

State, or Finance Ofices will give answers to questions from
supervi sors and enpl oyees about work-audit interviews.

(b) Adjustments based on post-audit information. The report of a

Regi onal CSC post-audit is sent by the CSCto the official in charge of
the office audited. Copies are also sent to the Ofice of Personnel,
USDA. The Ofice of Personnel sends copies to the FnHA National Ofice.
Al'l classification recommendati ons are exam ned by the O fice of
Personnel, the Personnel Division of the National Ofice, and the head
of the office having jurisdiction over the positions audited. Decisions
on corrective action will be nmade only after exam nation by al

officials. Position classification actions will then be processed by
the authorized officials. The report of corrective action will be sent
to the CSC by the National Ofice for jurisdictions not having del egated
classification authority. The State Director will send it if
classification authority has been del egated to a nenber of his staff.
The report of CSC Central Ofice post-audit findings is sent to the
Ofice of Personnel, USDA. The report is then sent to the FnHA, and
corrective action is agreed upon by
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the Ofice of Personnel and the FnmHA. A report of conpleted action or a
request for consideration again is then sent to the CSC.

82048. 203 Ofice of Personnel post-audits.

(a) Post-audits. The Director, Personnel Division, will be told in
advance of a USDA O fice of Personnel classification post-audit. The
State Director or Director, Finance Ofice will be told by the Personne
Di vi sion when an O fice of Personnel classification post-audit is to be
held in their jurisdictions. The Departnmental post-audit will be done
by the nethod as CSC post-audits (see 82048.202(a)). Enployees and
supervisors will prepare for their interviews as for CSC post-audits,
and will help the Ofice of Personnel with the classification post-

audi t.

(b) Adjustnent based on post-audit information. The Ofice of

Personnel will tell the Personnel Division of the National Ofice of the
findings of classification post-audits. Contact the head of the office
havi ng jurisdiction over the positions if corrective action is proposed.
Position classification action will be taken by National or State Ofice
of ficials under del egated classification authority. The Personne
Division of the National Ofice will prepare a report of classification
actions for the Ofice of Personnel

§2048. 204 FEnHA post-audits.

(a) National Ofice post-audits. The head of an office will be told
when an FmHA cl assification post-audit is to be nmade. Supervisors and
enpl oyees who nmust be at the interview are told after a work-audit
schedul e has been conpl eted. The head of an office or jurisdictiona
area will be told by the Personnel Division of results of post-audits of
positions in the area. The head of an office will also be told of any
action being taken to inprove job descriptions, or of decisions on
actions in individual cases.

(b) Post-audits by State and Finance O fice personnel representatives.
Executive O ficers, Admnistrative Oficers and Assistants, and

Per sonnel Management Specialists will hold work-audits of positions in

their jurisdictions. Supervisors and enployees will be told in advance
of work-audits.

(c) Post-audit by questionnaire. There are no regular post-audits by
guestionnaire. The Personnel Division can ask for duties questionnaires
fromenployees if information is needed on position classification
standards, the revision of standard position descriptions, etc.

82048. 205 Special yearly position post-audit requirenments.

(a) Ceneral. A review must be made of all positions in the FnHA yearly
to neet Section 1310(d) of Public Law 253 (Wiitten Arendnent). All
supervi sors
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and enmpl oyees will be asked to verify the accuracy of their position
descriptions. Sone representative positions will also get post-audits
yearly through work-audit interviews. A report of the post-audit and
foll owup action taken nmust be given by the FnHA to the O fice of
Personnel, USDA by June 30 of each year. The O fice of Personne
prepares a Departmental report for the Post Ofice and Cvil Service
Committees, and for Appropriations Conmittees of the Senate and House of
Represent ati ves.

(b) Mking a record of position reviews. In the FnHA, Form AD 434,
"Performance Appraisal”, is used for making a record of the position
description review Only one certification review of a position

description is needed each year. Vacant positions also are revi ewed.

(1) Most certification reviews for occupied positions will be done
together with yearly performance ratings. Supervisors will be given
of ficial copies of Form AD 434 when performance ratings for

enpl oyees are due. When the performance rating is discussed, the
supervi sor and enployee will rmake a review of the position
description, and see if it applies to present work assignnents, mark
the bl ock on Form AD-434 to show accuracy or inaccuracy, and sign
the certification.

(2) Certification reviews can al so be done through supervisor-
enpl oyee participation in work-audits.

(3) Al positions nmust be certified before June 30 of each year

(c) Adjustments based on position reviews. Wen a position description
is shown as not adequate on the supervisor-enployee certification, a
foll owup of the enpl oyee's work assignment will be nmade within 30 days
after receipt of that certificate. A nenorandum on changes in the
standard position description will be sent to the Personnel D vision.

For a nonstandard position, classification will be done using Form AD
332 "Position Description"” by National or State staff officials with

del egated classification authority, after getting cl earance.

(d) Work-audits. At least 10 percent of the nonstandard positions in
Nati onal, State and Finance Ofices nust be given a work-audit each year
by representatives of the Personnel Division of the National Ofice (in
field offices) and by personnel managenent officials (in the Finance
Ofice and State Ofices). Wrk-audit results will be shown on a

st andardi zed Position Eval uati on Report.
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(e) Adjustnments based on work-audits. These will be done with the
officials having jurisdiction over the positions. Corrective
classification action will be done with agreenent of the Nationa
Ofice.

8§2048. 206 Appeals from post-audit deci sions.

An enpl oyee or agency can appeal a classification decision made from
post-audit findings (see 82048.5 of this Part). Oficials responsible for
personnel prograns in a jurisdictional area will tell enployees of appea
rights and the procedures for witten appeals.

§2048. 207 - 2048. 250 (Reserved)
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